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PQS QUALIFICATION SHEET 
 

Advanced Officer Recruiter (AOR) Module 
 

Trainee Name 
Date Reported 
To Command 

Date Basic 
PQS Complete 

Qualification 
Start Date 

    

 
 

PQS Standard 
Trainee 

(Signature) 
PQS Qualifier 
(Signature) 

Date 

1.  Prospecting    

2.  Campus Canvassing 
Program and Marketing 
Operations Plan 

  
 

3.  PSS Ability    

4.  Applicant Testing    

5.  Applicant Kit 
Preparation 

   

6.  Applicant Processing    

7.  Collegiate Management    

8.  WEB Based Recruiting 
Tools (WEB RTools)   

 

9.  Officer Programs    

10.  Publications/Polices     

11.  Organization and 
Required Reports 

   

12.  Government Vehicles and 
Supply 

   

13.  Local Effective 
Accession Delivery System 
(LEADS) 

  
 

14.  Officer Recruiter 
Production Management System 
(ORPMS) 

  
 

15.  Final Qualifications    
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1.  Prospecting. Obtain appointments and
interviews through use of the following 
methods:  (COMNAVCRUITCOMINST 1131.2C, 
3121.2 and 5510.62) 

 

    a.  Telephone 
 

        (1) Work Force market 
         

        (2) College market 
         

        (3) LEADS (Local/National) 
         

        (4) Referrals 
         

    b.  Referrals (explain each and how to 
use) 

 

        (1) Centers Of Influence (COI) 
         

        (2) Collegiates (paid and non-paid) 
         

        (3) National Naval Officer 
Association 

         

        (4) Association of Naval Services 
Officers 

         

        (5) Navy Reserve Association 
         

        (6) Campus Liaison Officer 
         

        (7) Other applicants 
         

        (8) OHARP and SEMINAR 
         

        (9) EPO/OPO and Associated Forms 
         

 

       (10) PSLO 
         

       (11) NOSC personnel and SELRES 
         

       (12) TAP Brief Demonstration (if 
applicable) 

         

       (13) IRR List (Mail-outs, etc.) 
         

       (14) FREIDA Web Page 
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    c.  Personally Developed Contacts (PDC) 
 

        (1) College campus visits 
         

        (2) Community involvement and 
everyday life 

         

        (3) Campus Flyers/Mail Box Stuffers 
         

    d.  Computer Networking.  Demonstrate 
the ability to: 

 

        (1) Navigate the Internet 
         

        (2) Use all district presentation 
mediums to include PowerPoint, InFocus, 
video, etc  

         

        (3) Execute electronic mail outs          

        (4) Respond to email LEADS          

        (5) Access the Recruiting 
Quarterdeck 

         

        (6) Access the Electronic Joint 
Personnel Adjudication System (JPAS)  

         

        (7) Find Student Organizations and 
College Societies on Internet 

         

2.  Campus Canvassing Program and Marketing 
Operations Plan (COMNAVCRUITCOMINST 1131.2C 
and 3121.2)  

 

    a.  Explain and demonstrate the 
execution of campus or teaching hospital 
visits including requirements for use of:  

 

        (1) Pre-visit set-up 
         

        (2) Post-visit reports  
         

        (3) Take along 
         

        (4) On campus lists 
         

        (5) Motherload/DUINS list  
         

        (6) College Campus Data Notebooks 
and Reserve Itinerary Notebooks 

         

        (7) Annotation in the Marketing 
Operations Plan 

         

    b.  Make presentations to large groups 
of people 
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    c.  Explain how to establish and 
further develop campus COI relationships 

         

    d.  Demonstrate working knowledge of 
all assigned college/universities through 
Campus Data Notebook information 

         

    e.  Explain the importance of 
integrating the MOP with the campus 
canvassing program 

         

    f.  Explain the importance of active 
participation during career days to gather 
applicant information/resumes and setting 
timely appointments for interview 

         

        (1) Demonstrate the ability to use 
Department Chairs/Heads at universities as 
COIs. 

         

        (2) Use OHARP/SEMINAR/Collegiates 
for campus recruiting 

         

    g.  Explain the importance of working 
with the campus career center for RAD 
placement, contact for campus functions 
(seminars, career days and job fairs, etc.) 
and Navy job posting on the campus career 
intranet resource. 

         

    h.  Explain the relationship an Officer 
Recruiter should establish and maintain 
with a Navy ROTC unit if applicable 

         

    i.  Demonstrate familiarization of the 
Marketing Operations Plan for assigned 
programs as evidenced by your personal copy 

         

    j.  Utilize a POA&M for all assigned 
programs/campuses as a living document 

         

    k.  Determine the effectiveness of 
monthly POA&Ms and provide feedback for 
changes to OPO. 

         

3.  PSS Ability. Demonstrate proper PSS 
techniques through the following: 
(COMNAVCRUITCOMINST 1131.2C) 

 

    a.  Describe the need satisfaction 
selling process 

         

    b.  Establish rapport with an applicant          

    c.  Blueprint an applicant and record 
all the information into the Web Based 
Recruiting Tools (WEB RTools) 

         

    d.  Describe the goal, when and how of 
the Opening Skill Set 
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    e.  Use an opening statement 
         

    f.  Describe the goal, when, and how of 
the Probing Skill Set 

         

    g.  Use proper probing techniques using 
both open and closed probes to explore the 
applicant’s circumstances and needs 

         

    h.  Describe the goal, when, and how of 
the Supporting Skill Set 

         

        (1) Support an applicant's need(s)          

        (2) Step two of supporting 
demonstrates the ability to describe a 
key/support feature.  Explain it and relate 
the benefit(s) to the applicant's 
circumstances 

         

    i.  Describe the goal, when, and how of 
the Closing Skill Set 

         

    j.  Use the Closing Skill Set          

    k.  Describe the when and how of the 
Indifference Skill Set 

         

    l.  Overcome prospect Indifference          

    m.  Discuss the following in relation 
to resolving applicant concerns: 

 

        (1) The importance of the common 
first step in attempting to resolve 
applicant concerns 

         

        (2) The when and how of resolving 
Skepticism, Misunderstanding and a Drawback 

         

        (3) Resolve an applicant concern          

    n.  Discuss the Navy’s key features and 
some associated support features 

         

    o.  Communicate key product knowledge 
specifics for the recruiting area assigned: 
i.e. HPSP, HSCP, NUPOCS, CHAPLAIN STUDENTS, 
D.A. PHYSICIANS, DENTISTS, etc. 

         

    p.  Conduct an applicant interview 
using the need satisfaction selling process 

         

    q.  Complete PSS Applications within 
six months on production 

         

4.  Applicant Testing. For all officer 
program tests:  (COMNAVCRUITCOMINST 
1131.2C) 
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    a.  Explain testing/retesting 
procedures 

         

    b.  Explain security requirements for 
test material and procedures for 
retention/disposal of completed answer 
sheets 

         

    c.  Administer and proctor tests as per 
current directives 

         

    d.  Counsel applicants concerning test 
scores 

         

    e.  Explain test inventory requirements 
         

5.  Applicant Kit Preparation. Discuss 
application preparations for the following 
categories:  (COMNAVCRUITCOMINST 1131.2C 
and 5510.62) 

 

    a.  Medical Programs 
         

    b.  Nuclear Programs 
         

    c.  General Officer Programs          

    d.  Reserve Officer Programs (NAVET)          

    e.  DCO – Reserves          

    f.  Advance Documents 
         

        (1) Identify programs requiring 
PRODOCS and necessary documents 

         

        (2) Explain procedures for 
forwarding PRODOCS to proper authority 

         

        (3) Explain when to send in FINDOCS 
         

    g.  Conduct a quality control review of 
an application kit (Active and Reserve) 

         

    h.  Explain procedures on how an 
applicant receives an open NACLC 
investigation in JPAS 

         

    i.  Explain the procedure on how, who, 
and when to place a person on the SCROLL 
LIST 

         

6.  Applicant Processing.  Describe the 
procedures in your District for: 
(COMNAVCRUTCOMINST 1131.2C) 

 

    a.  Scheduling the ASTB Test          
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    b.  Scheduling MEPS physicals          

    c.  Scheduling lodging          

    d.  Processing procedures at your local 
MEPS while officer applicants are onboard 

         

    e.  Demonstrate the ability to brief 
applicants on MEPS processing procedures 
(including transportation and the handling 
of returning applicants), show required 
films and discuss items to/not to bring to 
MEPS  

         

    f.  Conduct an enlistment/commission 
ceremony in the proper uniform of the day, 
noting the distinction that this is an 
induction into military service  

         

7.  Collegiate Management.  Explain the 
Collegiate management to include the 
following:  (COMNAVCRUITCOMINST 1131.2C) 

 

    a.  Collegiate personnel required 
contacts 

         

    b.  Adverse Collegiate Reports          

    c.  Grade reports/academic 
responsibilities 

         

    d.  Collegiate referral program          

    e.  Physical fitness requirements          

    f.  OCS/OIS preparations          

    g.  Leave/Liberty          

    h.  Urinalysis          

    i.  Medical/Physical responsibilities 
and requirements 

         

    j.  Collegiate Promotions          

8.  WEB Based Recruiting Tools (WEB RTools) 
(COMNAVCRUITCOMINST 1131.2C) 

 

    a.  Demonstrate the ability to:  

        (1) Create, update and document an 
applicant data/prospect record to include 
blueprinting, contact history, referrals, 
awards etc. 

         

        (2) Update a Collegiate record          
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        (3) Describe the recruiter’s 
responsibility for data record location 

         

        (4) Demonstrate the basic operation 
of the Prospect Record System (to include 
the Working Tickler and all market 
segments) 

         

        (5) Explain how Local and National 
LEADS are loaded into WEBRTOOLS and how to 
properly document the disposition for each 
and return the required feedback 
information 

         

        (4) Demonstrate how to do a last 
name lookup 

         

9.  Officer Programs (COMNAVCRUITCOMINST 
1131.2C and COMNAVRESFORINST 1001.5) 

 

    a.  Know the following topics of 
officer programs (including OCS, BDCP, 
Medical Programs, JAG, Chaplain, NUPOC, 
Instructor/NR Engineer, CEC, NROTC, Reserve 
and NAVET): 

 

        (1) Test qualification scores          

        (2) Processing windows          

        (3) Interview process          

        (4) Financial Incentives:          

            (a) General Officer Programs          

            (b) Medical Officer Programs 
(include all corps and special pays) 

         

            (c) Collegiate Programs          

            (d) Reserve Programs          

            (e) Reserve Medical Officer 
Programs (include all corps and special 
pays) 

         

        (5) Medical Programs (AC and RC as 
applicable): 

 

            (a) State the eligibility 
requirements and service obligation for 
qualified direct accession, NAVET, and DCO 
Medical Corps, Dental Corps, Medical 
Service Corps, and Nurse Corps prospects 
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            (b) Explain the features and 
associated benefits of the Armed Forces 
Health Professions Scholarship Program 
(HPSP) 

         

            (c) Explain the features and 
associated benefits of the Health Services 
Collegiate Program (HSCP) 

         

            (d) Explain the requirements 
and potential candidates for HPSP and HSCP 

         

            (e) Explain the features, 
training requirements, obligated service, 
and eligibility requirements for the 
Financial Assistance Program 

         

            (f) Explain the eligibility 
requirements for a foreign medical school 
graduate 

         

            (g) Explain the features and 
associated benefits of the Dental Student 
Program 

         

            (h) Explain the features and 
associated benefits of the Nurse Candidate 
Program 

         

            (i) Explain the features, 
training requirements, obligated service, 
and eligibility requirements for the 
Training in Medical Specialty Program 

         

            (j) Describe the Military 
Accessions Vital to the National Interest 
program process and eligible prospects 

         

    b.  Know how to plan and coordinate 
each of the special purpose trips/events: 

 

        (1) MEDVIP/NUCVIP/IVIP 
         

        (2) BUMED Speaker Bureau          

        (3) COI events          

        (4) Collegiate events          

10.  Publications/Policies  

    a.  Access COMNAVCRUITCOM’s Recruiting 
website (Quarterdeck) 
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    b.  Demonstrate a thorough working 
knowledge and ability to use and update 
COMNAVCRUITCOMINST 1131.2, CRUITMANOFF, and 
COMNAVRESFORINST 1001.5, BUPERINST 1001.39, 
and COMNAVCRUITCOM 3121.2, (MOP) 
    c.  Privacy Act/Freedom of Information 
Act.  Explain what information and under 
what conditions information may be given 
out and received under the Privacy Act and 
Freedom Of Information Act 

         

    d.  Explain National Voter Registration 
and when to use it 

         

    e.  Submission of Background 
Investigations for Officer and Enlisted 
Accessions (COMNAVCRUITCOMINST 5510.62) 

         

11.  Organization and Required Reports 
(COMNAVCRUITCOMINST 5400.1G, 1100.8, and 
1131.2C) 

 

    a.  Identify and explain basic purpose 
of all billets in the NAVCRUITDIST 

         

    b.  Identify and explain what periodic 
reports require input 

         

        (1) Reports as OPO may direct          

    c.  Explain the duties and 
responsibilities of the Navy League, Campus 
Liaison Officer (CLO) Program, and other 
civic and diversity groups 

         

12.  Government Vehicles and Supply 
(COMNAVCRUITCOMINST 1131.2C and 4400.1C) 

 

    a.  Explain proper use, allowable 
limits and security of credit cards 

         

    b.  Explain procedures for repairs and 
obtaining authorization for emergency 
repairs 

         

    c.  Explain domicile to duty policy          

    d.  Explain vehicle security 
requirements 

         

    e.  Demonstrate safe driving procedures 
in a road test 

         

    f.  Define misuse of a government 
vehicle 

         

    g.  Understand and be familiar with the 
maintenance schedule of vehicles. 

         

    h.  Explain accident reporting 
procedures 
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    i.  Demonstrate how to put in an IRD 
for a college function 

         

    j.  Explain the OPE Limit and how to 
process a claim in DTS. 

         

13.  Local Effective Accession Delivery 
System (LEADS) (COMNAVCRUITCOMINST 1131.2C 
and 1140.3E) 

 

    a.  Establish the connection between 
the Advertising Plan and the MOP 

         

    b.  Discuss the use of electronic mail 
and how LEADS generated by email are 
tracked 

         

   c.  Discuss how name lists are gathered          

    d.  Take a LEAD/Contact through to 
Affiliation, Enlistment or Commissioning

         

14.  Officer Recruiter Production 
Management System (ORPMS) 

 

    a.  Identify the three parts of the 
ORPMS system and the purpose of each 

         

    b.  Recruiter responsibility in the 
development of the station planner 

         

    c.  Recruiter responsibility when 
conducting a DPR 

         

    d.  Use of the recruiter planner in 
relation to effective time management 

         

    e.  Ability to build a prospecting 
plan utilizing all modes of prospecting 

         

    f.  Discuss how the Officer Production 
Evaluation Worksheet (OPATE) is used as 
a training tool and how the accuracy of 
all entries increases training success 

         

    g.  The correlation between the 
record systems, ACP, campus canvassing 
program and the ORPMS 

         

15.  Final qualifications 
(COMNAVCRUITCOMINST 1131.2C) 

 

    a.  Must complete OR course taught by 
NRLA at NAVCRUIT ORIENT UNIT.  Exception: 
9585 and 2186 Personnel PQS Board certified 
as recruiter (Must attend OR course (2-
weeks only) or complete online OR course on 
LRC) 
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    b.  Successfully complete the Officer 
Recruiter (OR) Basic PQS Module 

         

    c.  Medical Programs Recruiters Only: 
Attend Medical Recruiter Academy after 
completion of items 1 – 15.b.  
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16.  Record of Qualification: 
 
    a.  Recommended for PQS Qualification Board.         Date:  _____________ 
 
I, ______________________________, certify that _____________________________ 
   (Name/Rate/Qualifier Position)       (Name/Rate) 
is ready for final qualification by a PQS Board for the position of Advanced 
Officer Recruiter.  
 
Qualifier's Signature ____________________ 
 
    b.  Qualification Board                              Date:  _____________ 
 
We certify the examinee to be fully qualified for the position of Advanced 
Officer Recruiter. 
 
___________________________________         _________________________________ 
Board President (Name, Rank, Position)                  (Signature) 
 
___________________________________         _________________________________ 
Board Member    (Name, Rank, Position)                  (Signature) 
 
___________________________________         _________________________________ 
Board Member    (Name, Rank, Position)                  (Signature) 
 
___________________________________         _________________________________ 
Board Member    (Name, Rank, Position)                  (Signature) 
  
    c.  Reviewed:                 Date:  _____________ 
 
PQS Training Officer, NAVCRUITDIST ____________  ____________________________ 
                 (Signature) 
 
    d.  Approved:                  Date:  _____________ 
 
Commanding Officer, NAVCRUITDIST ______________  ____________________________  
                 (Signature) 
 
    e.  Service Record Entry (Page 4):              Date:  _____________ 
 
Chief Administrator, NAVCRUITDIST _____________  ____________________________ 
              (Signature)  
 
You are hereby granted an extension.  Your new maximum qualification date is 
_____________.  (Attach a copy of extension request with justification). 
 
                                   __________________________________________ 
                                    Commanding Officer NAVCRUITDIST 
 
 
Copy to: 
Member’s Training Record 


